MODERN OFFICE PROCEDURES 


This 1970 editorial index, arranged by product classification to meet your needs, represents 
the office field’s most impressive editorial package. This editorial material made MODERN 
OFFICE PROCEDURES the most widely read, most often quoted magazine in the field. 


It is this kind of editorial that creates an unexcelled selling environment for advertisers of office 
furniture, equipment, supplies and services. (MTL refers to Management Time & Leisure supplement.) 


° 


ACCOUNTING 


“Automated Mailing Speeds And Saves” 

“Creative Investing” (MTL) 

“Facts And Figures For Calculating Buyers” 

“Galion: Blueprint For A Total Management System” 

“How A Small Company Supplies The Right Ingredients 
For Data Processing” 

“How To Pay For Performance” 

“How To Run Your Bookkeeping Department 
For $325 A Month Plus One Girl” 

“Product Review -- Accounting, Adding & 
Calculating Equipment” 

“Product Review -- Office Devices, Time Recorders” 

“Systems That Run The Business Of Fun” 


ACCOUNTS RECEIVABLE/PAYABLE 


“Automated Dealers Make You Smarter Buyers” 

“Automated Mailing Speeds And Saves” 

“How To Run Your Bookkeeping Department 
For $325 A Month Plus One Girl” 


ADDRESSING 


“Do Your Bit For The Post Office” 
“Product Review -- Mail Handling & Addressing” 
“Systems That Run The Business Of Fun” 


ASSOCIATION NEWS, ACTIVITIES, AND RESEARCH 


“ABFM On The Move” 
“AID Honors Best Designs Of 1970” 
“ASM Charts The Course To Tomorrow's Management” 
“BEMA Meets The Challenge Of Change’”’ 
“BEMA Products: Meeting The Challenge Of Change” 
“DPMA: Eye-Openers For Information Processors” 
“Dealers Meet At NOPA Show” 
“Display Worth $40 Million” 
“FJCC Opens A Window To A New World 
Of Information Processing” 
“FJCC To Show $200 Million In EDP Wares” 
“Here Are Products You Will See ; 
At The DPMA Show In Seattle’ 
“Here Are The Products You Will See 
At The FJCC Show In Houston” 
“\BD Names 1970 Award Winners” 
“Involvement Now: NOPA Theme For ‘70” 
“NMA: A Big Show Of Little Pictures” 
“NMA Show Product Preview” 
“NOPA Products: Involvement Now” . 
“NOPA Show Product Preview” 
“SJCC Parades The Power Of Information Processing” 
“SJCC Products Preview” 
“Seminar ‘70 Offers Latest |/O Technology” 
“The New Professional Aid To Office Improvement 


BUDGETING 
“Double Standards In Business” 


COMMUNICATIONS EQUIPMENT 


“Breaking The Work Barrier” 

“Executive Guide To Audio-Visual Aids 
For Training and Conferences” 

“How To Live Without Mail” 

“How To Plan For Conference And Training’ 

“New Conference Rooms Have Audio-Visual Ideas 
For All Companies, Large & Small”’ 

“Schedule Boards: Controls At A Glance” 

“Will Phoning Cut The High Cost Of Letters?”’ 


COPYING 


“A Guide Through The Copier Maze’’ 
“It Takes All Sorts” 


CORRESPONDENCE AND BUSINESS COMMUNICATIONS 


“Breaking The Word Barrier” 

“Business Letter Cost Tops $3.00” 

“Fast Answers By Slow Mail”’ 

“Fringe Benefits -- Best Kept Company Secret” 
“Getting Women’s Names Straight” 

“How To Handle Dictators” 

“How To Make Sure Nobody Knows Your Business” 
“Keep The Company In The Signature” 

“Looking Frankly At Frank Words” 

““Moneysaving Letters That Make Enemies” 

““More On Women’s Names In Directories” 

“Plain And Direct -- Virtues In Writing” 

“Product Review -- Typewriters” 

“Should You Write Letters Of Recommendations?” ........Sept. 73 
"Squeezing Extra Lines On A Letterhead” 

“Weigh Your Words -- On A Postal Scale” 

“Will Phoning Cut The High Cost Of Letters?’ 


DATA COMMUNICATIONS 


“Are Time-Sharing Services Right For You?” 

“Criminals: Computers Give Them Theirs” 

“FJCC Opens A Window To A New World Of 
Information Processing” 

“Open A Profit Line’”’ 

“Seminar ‘70 Offers Latest 1/O Technology” 

“Specifications Chart: Keyboard Data Terminals” 

“The Offices of the 70’s” 


DATA PROCESSING 


“Are Time-Sharing Services Right For You?” 
“Automated Dealers Make You Smarter Buyers” 


Continued — 








DATA PROCESSING — Continued 

“Automated Mailing Speeds And Saves” 

“Criminals: Computers Give Them Theirs” 

“DPMA: Eye-Openers For Information Processors” 

“Don't Change The System -- Change The Form” 

“FJCC Opens A Window To A New World Of 
Information Processing” 

“FJCC To Show $200 Million In EDP Wares” 

“Facts And Figures For Calculating Buyers” 

“Here Are Products You Will See 
At The DPMA Show In Seattle” 

“How A Small Company Supplies The Right Ingredients 
For Data Processing” 

“How To Put An EDP Record In Its Place” 

“How To Shield Your Office Against Crime” 

“Open A Profit Line”’ 

“Pencils Sharpen EDP Output” 

“Product Review -- Data Processing” 

“Product Review -- Schedule Boards, Charts” 

“SJCC Parades The Power Of Information Processing” 

“Seminar ‘70 Offers Latest 1/O Technology” 

“Small Computers Come On Strong” 

“Specifications Chart: Ins & Outs Of CRT” 

“Specifications Chart: Keyboard Data Terminals” 

“Systems That Run The Business Of Fun” 

“The Latest In Time Machines” 

“The Offices Of The 70's” 

“The Special Environment Of The Computer Room” 

“Two Ways To Microfilm” 

“Will Business Forms Change Form?” 


DICTATING 


“Breaking The Work Barrier”’ 

“Business Letter Cost Tops $3.00” 

“How To Handle Dictators” 

“Product Review -- Dictating Equipment” 


ENGINEERING, DRAFTING 


“Drafting A Workable Plan” 
“Galion: Blueprint For A Total Management System” 
“Open A Profit Line’ 


FILING & RECORDS PROTECTION 


“A Showcase Of Ideal Office Workstations” 
“Efficiency For Busy Files’ 
“How To Put An EDP Record In Its Place”’ 
“How To Win At The Storage Game” 
“Lockheed Tells How To Save 12,000 Hours” 
“Microfilm System Saves Fishing For Facts’ 
“Product Review -- Filing Equipment” 
“Product Review -- Microfilm Equipment” 
“Product Review -- Partitions, Shelving” 
“‘Reorganize To Save Space” 
“Specifications Chart: Rush Retrieval 
With Mechanized Filing” 
“Specifications Chart: Safes, Money Chests, 
And Insulated Files” 
“The Latest In Mechanized Retrieval’”’ 
“What's Ahead In Manual Filing?”’ 
“What To Look For In Desks And Credenzas” 


FORMS CONTROL AND FORMS DESIGN 


“ABFM On The Move” 

“Automated Mailing Speeds And Saves” 

“Do Your Bit For The Post Office” 

“Don’t Change The System -- Change The Form” 

“Forming Impressions With Carbonless Paper” 

“How A Small Company Supplies The Right Ingredients 
For Data Processing” 

“Microfilm System Saves Fishing For Facts” 

“Pencils Sharpen EDP Output” 

“Product Review -- Forms, Paper, Labels, Binders” 

“Product Review -- Furniture & Accessories” 

“The Dollars & Sense Of Inplant Duplicating” 

“Will Business Forms Change Form?” 


FURNISHINGS & LAYOUT 


“AID Honors Best Designs Of 1970” 

“A Buying Guide Makes A Mint’’ 

“A Showcase Of Ideal Office Workstations’’ 
“Checklist For A Long Cool Summer” 
“Drafting A Workable Plan” 


“Facts And Fixtures On An Office Environment System” ... 


“Fiberglas Tower -- A Showcase Of Office Improvement”’ 
“Guidelines For Good Office Lighting Design’’ 
“How To Build Privacy Into Your Offices” 
“How To Plan For Conference And Training” 
‘How To Put An EDP Record In Its Place”’ 
“How To Win At The Storage Game” 
“IBD Names 1970 Award Winners” 
“‘Landscape: Revolution Or Evolution?” 
“‘Look The Way You Want To Be And Soon 
You'll Be The Way You Look” 
‘New Conference Rooms Have Audio-Visual Ideas 
For All Companies, Large & Small” 
“Product Review -- Partitions, Shelving” 
“‘Reorganize To Save Space” 
“‘Space Savers For A Flexible Environment” 
“Stop, Look, And Listen To Your Office Environment” 
“Systems That Run The Business Of Fun’”’ 
“The Latest In Mechanized Retrieval’”’ 
“The Offices of the 70’s”’ 
“The Special Environment Of The Computer Room” 
“Things That Jazz Up Your Desk” 
“What To Look For In Desks And Credenzas” 
“What's Ahead In Manual Filing?” 
“Where Far Out Is Right On” 


GENEPAL BUSINESS INFORMATION 


““ABFM On The Move” 

“AID Honors Best Designs Of 1970” 

““ASM Charts The Course To Tomorrow's Management” 

“A Buying Guide Makes A Mint” 

“A Guide Through The Copier Maze’”’ 

“A Showcase Of Ideal Office Workstations” 

“Are Time-Sharing Services Right For You?” 

“Atlanta After Five’ (MTL) 

“Automated Dealers Make You Smarter Buyers” 

“Automated Mailing Speeds And Saves” 

“BEMA Meets The Challenge Of Change” 

“Breaking The Word Barrier” 

“Business Letter Cost Tops $3.00” 

“Cleveland: Midwest Mosaic” (MTL) 

“Cracking The Profit Barrier” 

“Creative Investing’ (MTL) 

“DPMA: Eye-Openers For Information Processors” 

“Dallas-Fort Worth” (MTL) 

“Dealers Meet At NOPA Show” 

“Discover A Mini-Vacation” (MTL) 

“Discoveries For The MT&L Man On The Move” (MTL) 

“Discoveries For The MT&L Man On The Move” (MTL) 

“Display Worth $40 Million” 

“Do Your Bit For The Post Office’ 

“Don’t Fall For The 3 Year Myth” 

“Double Standards In Business” 

“Dynamic Fitness” (MTL) 

“FJCC Opens A Window To A New World Of 
Information Processing” 

“FJCC To Show $200 Million In EDP Wares” 

“Facts And Figures For Calculating Buyers” 


“Facts And Fixtures On An Office Environment System” .. 


“Fast Answers By Slow Mail” 

“Fringe Benefits -- Best Kept Company Secret”’ 

“Galion: Blueprint For A Total Management System” 

“'Going To Japan And Expo ‘70?” (MTL) 

“Hard Facts About Hard And Soft Drugs” 

“How A Small Company Supplies The Right Ingredients 
For Data Processing” 

“How To Live Without Mail” 

“How To Make Sure Nobody Knows Your Business” 

“How To Pay For Performance” 








“How To Plan For Conference And Training” 
“How To Win At The Storage Game” 

“IBD Names 1970 Award Winners” 

“is Sex In The Office Passe?” 

“Is The Road To The Top Paved With Bodies?” 
“Involvement Now: NOPA Theme for ‘70” 

“It Pays To Have An Education” 

“It Takes Guts To Manage” 

“It's High Time To Have A Drug Policy” 

"Japan: The Art Of Relaxation” (MTL) 

“Keep The Company In The Signature” 
“Landscape: Revolution Or Evolution?” 

“Manage -- Don’t Meddle!”’ 

“Manhattan Recipe: Three Parts Business, 

One Part Pleasure” (MTL) 

“Mental Discipline Breeds Profits” 

“Microfilm System Saves Fishing For Facts”’ 
“‘Moneysaving Letters That Make Enemies” 
“Montreal” (MTL) 

“More On Women’s Names In Directories” 
“NMA: A Big Show Of Little Pictures” 

“New Orleans And All That Jazz” (MTL) 

“Office Work -- By Guess And By Gosh” 

“Open A Profit Line” 

“Pencils Sharpen EDP Output” 

“Plain And Direct -- Virtues In Writing” 

“Please Don’t Squeeze The Supplier!” 
“Prospecting For Pleasure In San Francisco” (MTL) 
“Rules For Your Drug Policy” 

“SJCC Parades The Power Of Information Processing” 
“Salary Roulette: A Business Killer” 

“Schedule Boards: Controls At A Glance” 

“Shape Up!" (MTL) 

“Should You Write Letters Of Recommendations?” 
“Small Computers Come On Strong” 

“Social Environment: A Businessman’s Problem” 
“Specifications Chart: Keyboard Data Terminals” 
“Stop, Look, And Listen To Your Office Environment” 
“Systems That Run The Business Of Fun’”’ 
“Talking Golf Sense With Bobby Nichols” (MTL) 
“That Does It!” 
“The Doilars & Sense Of Inplant Duplicating” 
“The Latest In Mechanized Retrieval” 
“The Latest In Time Machines” 
“The New Professional Aid To Office Improvement” 
“The Offices Of The 70's” 
“The Unions Are Coming!" 

“Warm Up To Winter’ (MTL) 

“Washington” (MTL) 

“We Grow On The Need To Know” 

“Weigh Your Words -- On A Postal Scale”’ 

“What Are You Doing For Christmas?” 

“What To Look For In Desks And Credenzas” 
“What's Ahead In Manual Filing?” 

“Where Far Out Is Right On” 

“Who Motivates The Motivator?” 

“Who's Going To Hire The Baby Crop?” 

“Will Business Forms Change Form?” 

“Will Phoning Cut The High Cost Of Letters?” 
“Your Kind of Town: Chicago” (MTL) 


INVENTORY CONTROL 

“Automated Dealers Make You Smarter Buyers” 
“Automated Mailing Speeds And Saves” 

“Galion: Blueprint For A Total Management System” 
‘Microfilm System Saves Fishing For Facts” 
“Schedule Boards: Controls At A Glance” 


LIGHTING, SOUND CONTROL 

“AID Honors Best Designs Of 1970” 

“A Buying Guide Makes A Mint” 

“A Showcase Of Ideal Office Workstations” 
“Checklist For A Long Cool Summer” 
“Drafting A Workable Plan” 


“Facts And Fixtures On An Office Environment System” .... 


“Fiberglas Tower -- A Showcase Of Office Improvement” 
“Guidelines For Good Office Lighting Design” ...... 


“How To Build Privacy Into Your Offices” 

“IBD Names 1970 Award Winners” 

“Light Up For Better Performance” 

“Stop, Look, And Listen To Your Office Environment 
“The Special Environment Of The Computer Room” 
“Where Far Out Is Right On” 

MAILROOM 

“Automated Mailing Speeds And Saves” 

“Do Your Bit For The Post Office” 

“How To Live Without Mail” 

“Product Review -- Mail Handling & Addressing” 
“Schedule Boards: Controls At A Glance” 

“Systems That Run The Business Of Fun” 


MANAGEMENT INFORMATION SYSTEMS 


“Are Time-Sharing Services Right For You?” 
“Galion: Blueprint For A Total Management System” 
“Open A Profit Line’ 

“Specifications Chart: Keyboard Data Terminals” 
“The Offices Of The 70's” 


MICROFILM APPLICATIONS 

‘Microfilm System Saves Fishing For Facts’’ 
“‘NMA: A Big Show Of Little Pictures” 
“Product Review -- Microfilm Equipment” 
“Specifications Chart: Microfilm Systems” 
“The Latest In Mechanized Retrieval” 
“Two Ways To Microfilm” 

PAYROLL 


“Galion: Blueprint For A Total Management System” 
““How To Pay For Performance’ 
“How To Run Your Bookkeeping Department 
For $325 A Month Plus One Girl” 
“It Pays To Have An Education” 
“Product Review -- Office Devices, Time Recorders” 
“Salary Roulette: A Business Killer’’ 
“The Latest In Time Machines” 


PERSONNEL 

“Cracking The Profit Barrier” 

“Don't Fall For The 3 Year Myth” 

“Double Standards In Business” 

“Galion: Blueprint For A Total Management System” 

“Hard Facts About Hard And Soft Drugs” 

“How To Handle Dictators” 

““How To Pay For Performance” 

“How To Plan For Conference And Training” 

“Is Sex In The Office Passe?” 

“ls The Road To The Top Paved With Bodies?” 

“It Pays To Have An Education” 

“It Takes Guts To Manage”’ 

“It's High Time To Have A Drug Policy” 

“‘Lockheed Tells How To Save 12,000 Hours” 

**Manage -- Don’t Meddie!” 

“Mental Discipline Breeds Profits” 

“‘More On Women’s Names In Directories” 

“Office Work -- By Guess And By Gosh” 

“Product Review -- Schedule Boards, Charts” 

“Rules For Your Drug Policy” 

“Salary Roulette: A Business Killer’ 

“Social Environment: A Businessman’s Problem” 

“That Does It!” 

“The Offices Of The 70’s”’ 

“The Unions Are Coming!” ... 

“What Are You Doing For Christmas?” 

“Who Motivates The Motivator?” P .... June 56 
«eee July § 

PRINTING 

“‘“A Guide Through The Copier Maze” .... 

“‘Do Your Bit For The Post Office” 

“Forming Impressions With Carbonless Paper” . 

“Product Review -- Duplicating Machines & Supplies” ....... 

‘Product Review -- Paper Handling” 

“Systems That Run The Business Of Fun’’........ 

“The Dollars & Sense Of Inplant Duplicating” .............-Oct. 28 

“Will Business Forms Change Form?” ..........2eeee+2+. NOv. 44 





PRODUCTION CONTROL 


“Automated Mailing Speeds And Saves” 

“Galion: Blueprint For A Total Management System” 

“How A Small Company Supplies The Right oe 
For Data Processing” 

“It Takes All Sorts” 

“Product Review -- Schedule Boards, Charts” 

“Schedule Boards: Controls At A Glance” 


PURCHASING 
“A Buying Guide Makes A Mint” 
“Automated Dealers Make You Smarter Buyers” 


“Facts And Fixtures On An Office Environment System” 


“Galion: Blueprint For A Total Management System” 
“Please Don’t Squeeze The Supplier!” 


RECEIVING 


“Galion: Blueprint For A Total Management System” 

“How A Small Company Supplies The Right Ingredients 
For Data Processing” 

“Product Review -- Office Devices, Time Recorders” 

“The Latest In Time Machines” 


RECORDS PROTECTION 

“How To Make Sure Nobody Knows Your Business” 

“How To Put An EDP Record In Its Place” 

“How To Shield Your Office Against Crime” 

“Microfilm System Saves Fishing For Facts” 

“Product Review -- Paper Handling” 

“Specifications Chart: Safes, Money Chests, 
And Insulated Files’ 

“‘The Latest In Mechanized Retrieval’’ 

“Two Ways To Microfilm” 

“What's Ahead In Manual Filing?” 


SALES ORDER 

“Automated Mailing Speeds And Saves” 

“Don't Change The System -- Change The Form” 

“Galion: Blueprint For A Total Management System” 

“How A Small Company Supplies The Right Ingredients 
For Data Processing” 

“Microfilm System Saves Fishing For Facts” 

“The Latest In Time Machines” 

“Where Far Out Is Right On” 

“Will Business Forms Change Form?” 


SECURITY 
“Criminals: Computers Give Them Theirs” 
“How To Build Privacy Into Your Offices” 
“How To Make Sure Nobody Knows Your Business” 
“How To Shield Your Office Against Crime” 
“Product Review -- Paper Handling’”’ 
“Specifications Chart: Safes, Money Chests, 
And Insulated Files” 


SERVICES 

“Product Review -- Services” 

SHIPPING 

“Automated Mailing Speeds And Saves” 

“Do Your Bit For The Post Office” 

“Don't Change The System -- Change The Form” 
“Galion: Blueprint For A Total Management System” 
“How To Live Without Mail” 


SOFTWARE 

“Are Time-Sharing Services Right For You?” 

“How A Smail Company Supplies The Right Ingredients 
For Data Processing” ........ pcieteth earbcee'e bia mee 

“Open A Profit Line” ..... 


SPECIFICATIONS CHARTS 

“Specifications Chart: Accounting Machines” 
“Specifications Chart: Calculators” 

“Specifications Chart: Copying Machines” 
“Specifications Chart: Ins & Outs Of CRT” 
“Specifications Chart: Keyboard Data Terminals” . 
“Specifications Chart: Microfilm Systems” .... 


“Specifications Chart: Paper Shredders And Disintegrators” ...July 20 
“Specifications Chart: Rush Retrieval With Mechanized Filing” Feb. 
“Specifications Chart: Safes, Money Chests, 

And Insulated Files” 
“Specifications Chart: Small Computers” 
“Specifications Chart: Visual Control Boards” 
“Two Ways To Microfilm” 


SUPPLY AND EQUIPMENT DATA 


“BEMA Products: Meeting The Challenge Of Change” 
“Facts And Figures For Calculating Buyers” 
“Here Are Products You Will See 
At The DPMA Show In Seattle” 
“Here Are The Products You Will See 
At The FJCC Show In Houston” 
“How To Put An EDP Record In Its Place” 
“NMA Show Product Preview” 
“NOPA Products: Involvement Now” 
“‘NOPA Show Product Preview” 
“Product Review -- Accounting, Adding & 
Calculating Equipment” 
‘Product Review -- Copiers & Supplies” 
“Product Review -- Data Processing” ... 
“Product Review -- Dictating Equipment” 
‘Product Review -- Duplicating Machines & Supplies” 
“Product Review -- Filing Equipment” 
‘Product Review -- Forms, Paper, Labels, Binders” 
“Praduct Review -- Furniture & Accessories” 
“Product Review -- General Supplies” 
“Product Review -- Mail Handling & Addressing” 
“Product Review -- Microfilm Equipment” 
“Product Review -- Paper Handling” 
“Product Review -- Partitions, Shelving” 
“Product Review -- Office Devices, Time Recorders” 
“Product Review -- Schedule Boards, Charts’’ 
“Product Review -- Services” 
“Product Review -- Typewriters” 
“SJCC Products Preview” 
“The Latest In Time Machines” 


SURVEYS -- MARKET DATA 


“Facts And Figures For Calculating Buyers”’ 
“Landscape: Revolution Or Evolution?” 
“The Dollars & Sense Of Inplant Duplicating” 
“What Are You Doing For Christmas?” 

“Will Business Forms Change Form?” 


TRAINING -- EDUCATION 


“‘BEMA Meets The Challenge Of Change” 
“Executive Guide To Audio-Visual Aids 
For Training And Conferences” 
“FJCC Opens A Window To A New World Of 
Information Processing” 
“How To Plan For Conference And Training” 
“Involvement Now: NOPA Theme For ‘70” 
“It Pays To Have An Education” 
“New Conference Rooms Have Audio-Visual ideas 
For All Companies, Large & Smail’’ 
“Salary Roulette: A Business Killer” 
“Seminar ‘70 Offers Latest |/O Technology” 
“That Does It!" 


WORK MEASUREMENT, WORKER PRODUCTIVITY 


“A Showcase Of Ideal Office Workstations” 
“Checklist For A Long Cool Summer” 
“Cracking The Profit Barrier” 

“Double Standards In Business” 

“Guidelines For Good Office Lighting Design”’ 
“Hard Facts About Hard And Soft Drugs” 
“How To Pay For Performance” 

“Office Work - By Guess And By Gosh” 

“The Unions Are Coming!” 

“We Grow On The Need To Know” 


MODERN OFFICE PROCEDURES 


614 Superior Ave., West, Cleveland, Ohio 44113 216/696-0300 








